ASA Instructor Policies

1. ASA will certify sidesaddle instructors upon completion of the requirements following the submission of application. Testing covering these requirements will be at such time(s) and place(s) as may be conveniently arranged for both candidates and examiners.  ASA itself, as well as its affiliate organizations, may arrange specific testing venues, or testing in conjunction with another event such as (but not limited to) a clinic.  In addition, some parts of the test may be done through video submissions, or by prior arrangement with an ASA examiner, as designated by ASA.   ASA Instructors are certified according to their general sidesaddle knowledge and teaching ability, as well as by specific disciplines.

2. Eligibility.  In order to be eligible for ASA instructor certification, as well as to maintain current instructor status, one must be a paid-up member in good standing of an ASA affiliate organization. An ASA Instructor shall be at least 18 years of age at the time of application.

3. Annual registration:  

· 3.1   Every two years (even numbered years) each ASA instructor will be update his/her information.  In addition, a fee of $20, which covers listing on the ASA website and in the Phoenix, as well as any updated information sent to instructors.
· 3.2   Should the update and/or registration fee not be returned to ASA, the instructor will be placed on inactive status.  For the first 6 months, the inactive instructor will be so listed on the ASA website by name only (no contact information or details); after 6 months, the instructor’s name will be removed from the website.  The instructor will be returned to active status and full listing as soon as the update and any back bi-annual registration fees have been returned to ASA.

· 3.3   If an instructor’s affiliate membership lapses, s/he will be placed on inactive status, and all past membership fees, as well as all $20 annual registration fees missed, must be paid up before the instructor may be re-listed.

· 3.4   Should the instructor remain on the inactive list for more than 5 calendar years (either for non-payment of annual registration fees, non-return of information form, or non-membership in ASA affiliate organization, s/he may, at the discretion of the ASA Board of Directors, be asked to take the full instructor certification test before being returned to active instructor status.

4. Transfer certification.  In the spirit of reciprocity with other sidesaddle organizations, and in order to simplify ASA instructor certification for those who already hold certification with other organizations as sidesaddle instructors, such individuals may apply to ASA to transfer their certification:

· 4.1   Instructor must be a current member of ASA and at least one affiliate regional organization.

· 4.2   The instructor must fill out the application form for ASA Transfer Instructor Certification, and forward it to the Membership Chairman.

· 4.3   Application must be accompanied by a copy of appropriate certification as a sidesaddle instructor with any of the following organizations:  ARIA, SSA, WSFI, or ISSO.  (Other organizations may be added to this list.  If sidesaddle instructor certification is held with an organization not yet on this list, please include information [in English] as to that organization’s requirements and conditions of exam.)  At present time, such certification need not be current, but we must have proof of such certification.

· 4.4   A one-time transfer certification fee of [$25] must be included with application.  If for any reason the transfer application is not accepted, this transfer fee will be returned.

· 4.5   Upon ASA acceptance of an instructor’s transfer certification, s/he will be considered an ASA Sidesaddle Instructor and will be so listed in our list of sidesaddle instructors.

5.      Certification by exam:   The following parts of the instructor’s exam must be taken as noted:

· 5.1 Demonstrate ability to ride aside at all gaits, mount and dismount both alone and with a leg-up; and be able to give a leg-up. (Those who cannot ride due to medical reasons should submit a letter from a doctor to that effect.  If you are riding a gaited breed which normally does not canter or lope, please so note at the start of your presentation, live or videotaped, so the examiner knows what to expect.)  If you are applying to include more than one discipline in your listing, you must include a short demonstration of each discipline in addition to your basic sidesaddle riding presentation—for example, if you do your regular riding evaluation or video riding hunt seat, but also wish to be certified for western, you must include a short additional presentation (minimum 5 minutes, showing all gaits) using western tack.  If you wish to be certified for teaching jumping, you must include a short additional presentation (minimum 5 minutes) which includes at least 8 fences set at minimum 2’, with at least two turns in each direction, at least one combination, and at least one spread fence (oxer).  [Note: This part of the exam may be done “live”, or as a video submission.]  

· 5.2 Demonstrate knowledge of saddle fitting by participation in a hands-on fitting session with an ASA examiner, using multiple horses, saddles, and riders.  [Note: This part of the exam may ONLY be done “live,” although it may be included from approved participation in saddle fitting at a clinic sponsored by ASA or an affiliate, with an ASA examiner, by pre-arrangement.]

· 5.3   Must pass written exam which will include specific sidesaddle knowledge; those passing only this portion of the written exam will be designated as teaching basic sidesaddle only.  Additional sections of the test will cover specific disciplines, and may be taken, or skipped, at the candidate’s discretion.  If such discipline sections are taken and passed (along with any required additional riding sections), the instructor may list those disciplines as part of his/her certification.  These discipline sections may also be taken at any time (by arrangement with ASA) by an instructor who wishes to add such certification to her/his listing.  All written testing will be done without notes or other aids.  [NOTE: Written exam may be taken as part of a regular ASA instructor certification; taken while proctored at an ASA event; or taken while proctored at a local school.]

· 5.4   Sample lessons, which may be either “live” or submitted via video.  The following must be given:

· 5.4.1   A beginner/novice lesson 

· 5.4.2   A group lesson (at least 3 students) 

· 5.4.3   A lesson suitable for one or more advanced students, including all gaits and at least some school figures/equitation tests  

· 5.4.4   A group lesson (at least 3 students) including at least two different seats and, if possible, a gaited breed.  

· 5.4.5   Any or all of the above lessons (except the 5.4.1 beginner/novice lesson and the 5.4.3 advanced lesson, together) may be combined into one lesson, if the candidate and examiners agree.

· 5.4.6    Those who wish to be certified for teaching jumping must also give the following lessons: A private or group lesson using ground rails and cross-rails as an introduction to jumping; a private or group jumping lesson, demonstrating knowledge of jumping a full course, including turns in both directions, spreads, and ability to move up to 3’ (though this full height need not be used in the lesson)  These jumping lessons may also be counted as the required 5.4.2 group lesson, or part of the 5.4.3 advanced lesson, if desired.

· 5.5   Talk or lecturette.  A topic, or selection of topics from which the candidate may choose, will be provided.  A brief (maximum 5 minute) talk must be given.  Other than inconspicuously used index cards, no notes or similar scripted aids may be used—i.e., the talk may not be read—however, props such as tack, attire, unscripted pictures/photos/diagrams, etc., may be used as part of the presentation.  [Note: This part of the exam may be done “live”, or as a video submission.]

5. Scheduling of instructor testing.  

· 6.1  Testing may be arranged in the following ways:

· 6.1.1  Complete instructor test scheduled and run by ASA, with all segments of testing available at that event.

· 6.1.2  Complete instructor test scheduled and run by an ASA affiliate organization, with all segments of testing available at that event, by prior arrangement with ASA.

· 6.1.3  Candidate may submit some or all portions of testing (except saddle fitting, which must be done “live”, and written test, which must be proctored) via video, as noted in policy.

· 6.1.4  Candidate may have one or more “live” portions of testing done by prior arrangement with ASA and an ASA examiner, at an event run by ASA or an ASA affiliate organization or elsewhere.  

· 6.1.5  Written test, taken without notes or other aids, may be proctored at any ASA or ASA affiliate event, or at a local school or college, as noted in 5.3.

· 6.2  Record keeping of partial testing:  A “log page” will be provided to all candidates who have applied for instructor exams.  Any testing of riding tests, saddle fitting, lessons, or lecturette which are completed and passed will be signed and dated by the ASA examiner(s) involved.  Any sections which are passed by video submission, as well as any written tests which have been passed, will be so noted in ASA records, and the candidate is asked to keep with his/her log page, the notice(s) sent by ASA confirming that s/he has passed that section.

· 6.3  Payment for testing:  Fee of  $25 for complete testing must be paid in full at time of application.  Refund (less any office costs) will only be made if candidate withdraws application in writing prior to any testing (if testing involving ASA examiners has been scheduled, at least one week prior to such scheduled testing).  Any re-test (of a section already taken but not passed) which involves the need for  an ASA examiner may be subject to a re-test fee of $10.00, but otherwise the candidate need not re-apply and pay another complete application fee.  If testing is not completed and passed within three years of initial application, candidate forfeits all such fees, and must re-apply.

6. Evaluation.  An ASA Instructor Evaluation Form is available to anyone attending a clinic or lesson with an ASA instructor.  ASA encourages everyone to return these to ASA.

7. CODE OF CONDUCT FOR ASA INSTRUCTORS.  Because side-saddle cuts across disciplines and breeds and is extremely identifiable, and because ASA’s Instructors may be considered our teachers, trainers, and ambassadors, it is extremely important that instructors at all times conduct themselves in a manner which is above reproach. High standards of honesty and integrity are expected.  In addition, ASA expects all instructors to teach in a safe, professional, and competent manner at all times. 

ASA provides these guidelines for instructors:

· 8.1  Instructors will use teaching practices which follow generally-accepted safety guidelines.  Actions which raise safety issues on the part of students (or, in the case of clinics/demos, participants, spectators, or clinic staff) are not acceptable.

· 8.2   In particular, ASA strongly recommends the wearing of a properly fitted ASTM/SEI certified equestrian helmet with the harness secured during equestrian activities.  This includes sidesaddle lessons given at the instructor’s own facility.  Such helmets are mandatory for all riders (including instructors) at any clinics run under the ASA name, or in which the ASA name is used in any form of advertising or publicity (such as the ASA instructor’s certification). (It is understood that in certain activities and disciplines, such as re-enacting, formal attire, demonstrations, parades, etc., other non-safety headgear may be commonly used.  Riders who choose this headgear must do so at their own risk.)

· 8.3  Knowledge and practical application of proper saddle fitting is expected.  Sidesaddles must reasonably safely and comfortably fit the equines and riders in lessons and clinics.  Padding and shims may be used as needed to accomplish this.  Instructors should recognize the signs of back discomfort in equines, and if no saddle can be made to fit such equine without discomfort, that animal should not be used.

· 8.4  In the case of instructors who judge, if it becomes apparent that an equine ridden sidesaddle in a competition has a sidesaddle which is unsafe, or so badly fitted as to cause noticeable discomfort or injury, it is strongly suggested that the instructor should excuse that entry unless or until the saddle problem can be resolved.

· 8.5  Because sidesaddle cuts across so many breeds and disciplines, ASA does not expect that all instructors will feel comfortable teaching or judging all disciplines.  However, ASA does expect that all breeds and disciplines will be respected.  If an instructor does not feel that s/he can properly teach a particular rider because of the breed or style of riding, that should be made clear before the lesson or clinic begins.  

· 8.6  In the case of instructors who judge, ASA instructors should make every effort to compare entries of differing breeds/disciplines according to their respective merits, without favoring one particular style. However, a judge’s personal preference between reasonably equal entries of different breeds or disciplines shall not be considered as discriminatory.

· 8.7  Cruelty to or abuse of an equine will not be tolerated.  Please see USEF rules for guidelines.  This also includes current drug and medication rules.

· 8.8  Personal honesty and integrity is expected of all instructors.  This precludes acting in any manner deemed improper, unethical, dishonest, unsportsmanlike, intemperate, or prejudicial to the best interests of sidesaddle or ASA; or any act committed or remark made considered offensive and/or made with the intent to influence or cast aspersions on the character or integrity of another, or public verbal abuse or physical threatening of another.

Instructor actions which are not acceptable:

· 8.9  Allowing students to ride without properly fitted ASTM/SEI helmets with chinstrap properly fastened, or secure heeled footwear (mandatory at clinics run under the auspices of ASA)

· 8.10  Allowing students to ride in saddles which are improperly fitted (to equine or rider) or are unsafe

· 8.11  The instructor him/herself riding in a clinic without such headgear or footwear.

· 8.12  Allowing the use of equines in a clinic when such animals are lame, back-sore, or known to be unsuitable (i.e., behavior or training) for the rider(s) in question 

· 8.13  Any other teaching practice that does not follow generally-accepted safety guidelines, raising safety issues on the part of participants, spectators, or clinic staff

· 8.14  In the case of instructors who judge, judging which does not follow the class outlines or show rules, either of the show, the organization under which the show is run, or general guidelines of ASA.

· 8.15 Teaching practices (or in the case of instructors who also judge, judging practices) which do not recognize the equal merits of various seats, disciplines, or breeds. (Note: A judge’s personal preference between reasonably equal entries of different breeds or disciplines shall not be considered as discriminatory.)

· 8.16  Acting in any manner deemed improper, unethical, dishonest, unsportsmanlike, intemperate, or prejudicial to the best interests of sidesaddle or ASA; or any act committed or remark made considered offensive and/or made with the intent to influence or cast aspersions on the character or integrity of another, or public verbal abuse or physical threatening of another. 

· 8.17 ASA encourages clinic participants, show participants, show officials, students, etc., to give feedback (via the instructor evaluation sheet) on the behavior and practices of active instructors. Should evaluation sheet complaints about an ASA instructor be received from a minimum of three different people at a minimum of two different events, or if a specific serious complaint/allegation (in writing and signed) is received by the Board, the activities of the instructor in question will be investigated by the Board of Directors within [two weeks] of the third poor evaluation sheet, or letter, being received . (Note: should any board member have or be perceived to have a conflict of interest, they may be asked to step down from the review process and it is possible that another person be added to the review board, at the Board’s invitation.) While the instructor is under review, the Board will notify that instructor in writing [via return receipt] that s/he should temporarily suspend all sidesaddle teaching and/or judging activities; the membership will be notified of this administrative suspension via the website and the membership forum.

· 8.18  Should the instructor’s activity be found to be acceptable, and the complaints invalid, the instructor shall be held blameless. Should the activity about which complaints were made be found to be true, the instructor may be subject to any the penalties given below. (In either case, the membership shall be notified via the website, the membership forum, and the quarterly Phoenix, of the review board's decision.)

· 8.19 Possible disciplinary action(s):
· Suspension of instructor standing (length of time to be considered)

· Suspension of ASA membership (length of time to be considered)

· Censure

· Instructor found blameless or no proof of improper action

